Welcome to Westport Community Schools







Annual training is mandated by Department of Elementary and Secondary
Education (DESE)

All employees are required to participate

This training protects individuals and the school system and ensures that all
employees know their rights and responsibilities



» A safe school environment is
better able to promote
effective teaching and
learning.

» Preparing appropriate
responses to potentially
dangerous circumstances
helps to eliminate or minimize
negative consequences.




Westport Community Schools’
mission is to ensure that our
children achieve academic and
personal excellence, become
lifelong learners, and are
responsible, productive, and
engaged citizens of the world.




Superintendent/School Business

Mr. Thomas Aubin Ms. Michelle Rapoza
Superintendent of Schools School Business Administrator




Administration — Curriculum & Instruction

Ms. Lisa Kaminski
Director of Curriculum & Instruction




Special Education/Student Services

Special Education Coordinator: Grades PreK - 4 Special Education Coordinator: Grades 5-12
Ms. Nancy Tavares Ms. Wend Miranda




Macomber Primary School

Ms. Stacey Duquette
Principal




Westport Elementary School

Mr. Kevin Aguiar Mr. Sean Persico
Principal Assistant Principal




Middle School

Ms. Jennifer Gargiulo

e Assistant Principal of
Principal Student Support

Ms. Laura Charette




High School

Ms. Jennifer Gargiulo

Assistant Principal of
Student Support

Ms. Laura Charette Mr. Michael Grandfield
Principal Assistant Principal




Administration Team - Facilities
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Human Resources
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Technology
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Athletics and Activities
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Out of School Time

» Before and After School Program

» Hosted at the Westport Elementary School
Mornings 7:00am - 8:20am

» Hosted at the former Westport Jr. Sr. High School
Afternoons 2:30pm-5:30pm

» Jennifer Chaves
Director — Out of School Time




Macomber School PreK-K
(8:30am-3:30pm)
Westport Elementary Grades 1-4
School

(8:15am-3:15pm)

WMHS

Westport Middle School Grades 5-8
(7:15am-2:15pm)
Westport High School Grades 9-12

(7:15am-2:15pm)




Substitute Opportunities
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Expectations — Why you’re a critical team member

What to expect — Teachers/Teacher Assistants/Office
Staff/Nurse/Cafeteria/Custodians

Getting Help — Fellow Teachers, Calling the office

Schedule (1/2 hour lunch)



Do not use any profanity.

Review all lesson plans and try to accomplish as much as the teacher has left
for the day.

If you need help with classroom management reach out next door to another
teacher or employee or call the principal’s office ASAP.

In co-taught classes work with the other teacher in the room. There are two
employees assigned to each classroom for a reason.

Please do not critique the teacher's lesson plan. It is never professional to
come into a classroom for 1 or 2 days and then share with other teachers or
administrators that work is boring, not challenging, silly, or whatever!

NO Cell Phones unless you are on break or lunch.

Have a presence in the room - not sit at the desk, and to enforce the school
rules.

Feel free to always ask for help!

If you’re unsure substitute teaching is for you, try substituting as a Teacher
Assistant or Paraprofessional first!



No matter how old they are, school-aged students are children.

Student teachers, tutors, coaches and all staff are adults.

Boundaries between students (no matter what their age) and

adults should be clear and maintained. Adults shoul

speak like,
dress like, and respond like adults. And, there are bou1 aries that

should not be crossed. This document is intended as a guide for
you in your regular work environment and in your planned and

spontaneous interactions with our children.

Talk-back from a student? Don’t escalate! Take a breath — walk
awa and think of 10 other thlngs you can do but: Don’t hit -

push - “sit” - or physically “escort” students.

Do not use inappropriate or hurtful comments or state ianything

that could resemble a sexually provocative or degrading comment.

Do not tell risqué jokes. Do not bully anyone.

You may think the kids understand sarcasm, but whether

intended or not, it can create an unsettled feehng like public

humiliation. They may laugh, but that’s only on the outside. And,

never humiliate a student publically or privately, never:tell the

class to “shut up,” or yell at kids.

Don’t give students aspirin, medicines, or any drug or herbal

remedy. :

Classrooms are captive audiences. Adults should not use the
classroom as a soap box. Let students figure things out on their
own and come up with their own opinions. And, some topics are
adult topics and adult langu ie is adult language no matter how

adult the students are or think they are. .

Movies and video clips are to be educational - time is 11m1ted

enough - we don’t need to entertain or ‘buy time’ before vacations
or the end of the year with movies. “Show the movie” is not a sub

plan. The last days of the school year are still school days.

Types of Boundaries

Boundaries

JH

B Y4

3. Mental

4. Material

5. Physical

6. Spiritual



Restraint
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The state’s Anti-Bullying law was
passed in May 2010
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State Definition of Bullying




The Westport Community School District has created a
as required by the Massachusetts Department of Elementary and Secondary Education

under M.G.L. c. 71 370. This plan has been created in consultation with school personnel,
advocacy organizations, parents, students and other interested parties.

Priority Statement - We will not tolerate any unlawful or disruptive behavior, including any
form of bullying, cyberbullying, or retaliation, in our school buildings, on school grounds, or in
school-related activities. We will investigate promptly all reports and complaints of bullying,
cyberbullying, and retaliation, and take prompt action to end that behavior and restore the
target’s sense of safety. We will support this commitment in all aspects of our school
community, including curricula, instructional programs, staff development, extracurricular
activities, and parent or guardian involvement.

Please check out the plan:


https://sites.google.com/a/westportschools.org/main-site/distric/anti-bullying-plan
https://sites.google.com/a/westportschools.org/main-site/distric/anti-bullying-plan

Each school in the District will publicize to
students, staff, volunteers, and parents, how a
report of bullying may be filed and what
actions may be taken.

All complaints regarding bullying shall be
documented to ensure an appropriate and
timely response.

At each school, the principal{ designee is
responsible for receiving oral or written
complaints alleging violations of this policy.
Students may report complaints of bullying to
any school district employee, faculty or staff.
All District employees, faculty and staff are
required to report allegations of bullying.

Any other members of the school community
may file a report of alleged bullying.
Anonymous reports may be made using the

Westport Community Schools anonymous
reporting form found on the district website.

STLP
BULLYING

STAND UP. SPEAK OUT.




A.LI.C.E.
Fire Drills
Medical Emergencies
Lock Downs
Where to find information
in the classroom

» MAC — Red folder on teacher’s desk
& bag on door

» WES — Red folder on teacher’s desk
& bag on door

» WMHS - Red folder




In order to minimize the
incidence of life-threatening
allergic reactions, the
Westport Community
Schools will maintain a
system-wide response plan
to address life-tﬁreatening
reactions and maintain an
Individual Health Care Plan
for any student whose
parent/guardian, physician,
or allergist has informed the
school nurse or principal of
the school in writing that the
student has a life-threatening
allergy.

DID YOU KNOW?

40% (5L (5)

of children

with food allergies have experienced
a severe or life-threatening reaction

®
FARE

www.foodallergy.org



Minimizing Risk of Allergies

¢ Read all lesson plans left by classroom teachers.

Often times there are notes regarding important
allergy information.

e Areason for cleaning aside from bacteria and
viruses is the risk for spreading food allergies on
tables (minimize skin contact). Clean desks and
tables after each class day or section.

*  When greeting staff in the office ask about baked
goods.

» Baked goods and food should be clearly labeled.
Allowing parents to bring in home made goods
increases risk and exposure. Calmly state the

MOST COMMON FOOD ALLERGENS

preference for store purchased goods with clearly ; - -y
marked labels. TREE NUTS SOY.

« Ifa child is appearing to have an allergic reaction,
REMAIN CALM and call for help! All /o 4 ("‘
administrators, teachers, and school nurses are ‘ «
trained for EPI-Pen usage. i ~ 4

. ¥

Delaying treatment can have devastating

results! SHELLFISH




The WCS Digital Technology
Acceptable Use Policy (WCS
Education Policy Code: IJKA)

Access to the Internet is to be used
for the educational goals of the school
system.

Only the technology department may
install programs or software on
school computers.

Comply with the district’s Copyright
Compliance policy.

Violations of the Electronic
Communications Acceptable Use
Policy carry serious consequences
and may result in the immediate
suspension of the user’s privileges.
Further disciplinary action may be
taken by the administration of the
Westport Community Schools and/or
town, state, or federal authorities.



The WCS Social Networking Policy (WCS
Education Policy Code: IJNDD)

Improper fraternization with students
using Facebook and similar internet sites
or social networks, or via cell phone,
texting, or telephone.

Emplo dyees may not list students as
“friends” on networking sites.

All e-contacts with students should be
through the district’s computer and
telephone system, except emergency
situations.

All contact and messages by coaches with
team members shall be sent to all team
members, except for messages concerning
medical or academic privacy matters, in
which case the messages will be copied to
the athletic director and the schoo
principal.

Employees will not give out their private
cell phone or home phone numbers
without prior approval of the district.

Inapproprlate contact via e-mail or phone
is prohibited.

-o;xu @ .‘\‘C\(
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Inappropriateness of posting
items with sexual content

Inappropriateness of posting
items exhibiting or advocating use
of drugs and alcohol

Examples of inappropriate
behavior from other districts, as
behavior to avoid

Monitoring and penalties for
improper use of district computers
and technology

The possibility of penalties,
including dismissal from
employment, for failure to
exercise good judgment in on-line
conduct.

WE PON'T ALL
FOLLOW YOU ON
TWITTER: KAYLA.

50 PLEASE
JUST TELL
THE CLASS WHAT

YoU PIP DURING

THE SUMMER...

CAGLECARTOONS.COM
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Fedefrei\l/I aadLstate éaw 20 UC.ISGC.
1232f; M.G.L.c.71 ; and 60
C.i%/I.R. 23.07) aZ; we 4as the 3
Massachusetts freedom of
information law (M.G.L. c. 66 §
10) speak to the handling of
confidential information.

School employees regularly
encounter or. are privy to
confidential information
regdardlng students, employees,
and the public at large. Unless
prior, authorization is
provided by a supervisor, the
disclosure or dissemination
of confidential information
is prohibited.

Is the informa

diy

tion contained in a record that is
rectly related to the student?

) .
—
Was collected and i
record while the student is or was enrolled
st the school?
) .
~
Is the infor: ion and maintained by the school,
n enti ing on behalf of the school,
a school employee, or a school official?
-

If the

or official, is it (a) not kept in the sole
(b) used in ways other than as a per:
(c) accessible or revealed to an:

is by a school

-

(" iithe is in medical or
records of a student 18 years or older who is being treated
by medical is the d by anyone

other than these professionals or in ways not in connection

with the provision of treatment to the student?

) 'E
-

If the information is maintained in records by the law
enforcement unit of the school, were the records created for
purposes other than law enforcement or provided to school

officials for use in a disciplinary proceeding against a student?
A

&

The information is part of an “education record”

and is covered by FEPRA




Student Confidentiality

The Family Educational Rights
and Privacy Act (FERPA) or the
“Buckley Amendment” allows the
government to withdraw federal
funding from educational
institutions that release
information, written or verbal,
about a student to an
unauthorized individual without a
parent’s consent.




Even if a person is
genuinely invested in a
student’s well-being, such
as social workers, scout
leaders, clergy,
nurses/physicians, even
the stud%nt’s family, you
can not share information
with them. Instead, you
should refer any questions
to either the student’s
teacher or principal.

This includes information
on a student’s academic
progress or standing,
school experience, or
classroom.




Student Confidentiality

» The only time that you
may share information
about a student is during
a grave medical
emergency where
confidential information
may be necessary for a
student’s care.

EMERGENCY USE

ONLY




» 603 CMR 46.00 — these
regulations apply directly to
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all public education programs

including school events and

i school sponsored activities.

6030MR200  Arcountabilty and Assistance for Schocl Districts and Schodls
6030R3.00 603 CMR 3.00¢ Private Occupational Sehools:
6030Rg00  Vocation] Education

=N » Lack of knowledge of the law
A will not protect you or your
o S students from the

e consequences of

6030R3000  Massachmsetis Comprebensive Assessment System

e inappropriate actions.
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60201000

603QMR13.00  Certifcation of Supervisors of Atendance
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6030,



http://www.doe.mass.edu/lawsregs/stateregs.html

Mandatory
Reporting of
Child Abuse...

It's the Lawd

e

et W oo B

Mandated Reporter

The General Laws of
Massachusetts (c.71,
s.37L) require school
departments to inform
staff of reporting
requirements for child
abuse and neglect as
specified in sections
51A to 51F, inclusive, of
| chapter one hundred
. . and nineteen.



http://www.mass.gov/dppc/abuse-report/

Care and Protection of Children Under 18 (51A Report)

School personnel are mandated
reporters legally obligated to
contact the Massachusetts
Department of Children and
Families (DCF)

If school personnel have
reasonable cause to suspect
physical or emotional abuse or
substantial risk of harm/neglect
they must follow DCF 51A
reporting requirements

Please consult with school
principals/assistant principals,
school nurses, or the
Superintendent for assistance if
abuse or neglect is suspected

Abuse is defined as "the non-accidental commission
of any act by a caretaker upon a child under age 18
which causes, or creates a substantial risk of,
physical or emotional injury; or constitutes a sexual
offense under the laws of the Commonwealth; or
any sexual contact between a caretaker and a child
under the care of that individual."

Neglect is defined as: "failure by a caretaker, either
deliberately or through negligence or inability, to
take those actions necessary to provide a child with
minimally adequate food, clothing, shelter, medical
care, supervision, emotional stability and growth, or
other essential care; provided, however, that such
inability is not due solely to inadequate economic
resources or solely to the existence of a
handicapping condition."

Physical injury is defined as: "Death; or fracture of a
bone, a subdural hematoma, burns, impairment of
any organ, and any other such nontrivial injury; or
soft tissue swelling or skin bruising, depending
upon such factors as the child's age, the
circumstances under which the injury occurred and
the number and location of bruises; or addiction to
a drug or drugs at birth; or failure to thrive."

Emotional injury is defined as: "an impairment to or
disorder of the intellectual or psychological capacity
of a child as evidenced by observable and
substantial reduction in the child's ability to
function within a normal range of performance and
behavior.”



On July 1, 2009 Governor
Patrick signed into law
Chapter 28 of the Acts of
2009, An Act to Improve the
Laws Relating to Campaign
Finance, Ethics and Lobbying.
A component of this bill speaks
to employee ethics. In order to
ensure understanding and
compliance with the [aw, all
public employees must _
complete the mandatory ethics
training.

For more information you may

visit the Massachusetts State
Ethics Commission website:
http://www.mass.gov/ethics/

Cal

Public School Teacher FAQs on the Conflict of Interest Law



http://www.mass.gov/ethics/

Municipal employee, a person performing services for or holding an office, position, employment or membership in a municipal
agency, whether by election, appointment, contract of hire or engagement, whether serving with or without compensation, on a full,
regular, part-time, intermittent, or consultant basis, but excluding (1) elected members of a town meeting and (2) members of a charter
commission established under Article LXXXIX of the Amendments to the Constitution.

Section 23(b)(2) Improper Use of Public Position, Section 23(b)(2) provides that a public employee may not knowingly, or with
reason to know, use his official position to secure unwarranted privileges or exemptions of substantial value for himself or others.
Under section 23(b)(2), the Commission has consistently prohibited public employees from using their titles, public time and public
resources to promote private interests.

Section 23(b)(3) Appearances of a Conflict of Interest, Section 23(b)(3) prohibits a public employee from knowingly, or with
reason to know, engaging in conduct which would cause a reasonable person to conclude that any person or entity can improperly
influence the employee or unduly enjoy his favor in the performance of his official duties, or that he is likely to act or fail to act as a
result of kinship, rank, or position of] any person.

Section 23(c) Use of Confidential Information, Section 23(c) prohibits a current or former public employee from accepting
other employment or engaging in any business or professional activity which will require him to disclose confidential information
which he}ias gained by reason of his official position or authority and from improperly disclosing such confidential materials or using
such information to further his private interests. See EC-COI-83-154; 84-9.

UNWARRANTED PRIVILEGES (G.L. c. 268A, § 23(b)(2)), Public employees are prohibited from, knowingly or with reason to
know, using or attempting to use their official positions to secure for themselves or others unwarranted privileges of substantial value
that are not properly available to similarly situated individuals. "Substantial value" has been set at $50 or more by the courts and the
Ethics Commission. In some instances, "substantial value" may not be readily ascertainable, such as when a public employee uses his or
her position to get preferential treatment, to secure a special benefit or to retaliate against someone. In such cases, the Ethics
Commission will view the totality of the circumstances to determine whether the substantial value threshold has been met. "Similarly
situated individuals" can mean, in various situations, other people, businesses or entities in the city, town, state or county who are not
necessarily public employees.

Using public equipment and resources for personal business is using an official position to obtain an unwarranted privilege of
substantial value not properly available to others. Thus, the use of public resources valued at $50 or more for personal, private or
political purposes violates the conflict of interest law. In addition, public employees may not use the "inherently coercive authority" of
their position to seek anything of substantial value.



Ethical Behavior
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Harassment

Report
allegations of harassment to: Reporting Requirements
Nancy Tavares
The District condemns any acts in » Any employee or student who believes he/she has
its work environments that create been the victim of harassment or discrimination
the potential for illegal should report it to a building administrator,
harassment, both in terms of counselor, or a teacher.

individual employee morale and in
violation of applicable federal,

state, and local laws. » Active investigations will result from the report, as
applicable and may result in sanctions up to
The district will not tolerate termination or expulsion.

harassment of any employee
because of that employee’s race,
color, religion, national origin, sex,
pregnancy, gender identity, sexual
orientation, marital/civil union
status, ancestry, place of birth,
age, citizenship status, veteran
status or active military status,
mental illness, political affiliation,
genetic information or disability.

+ If the conduct violates the law, appropriate
authorities will be notified.




This federal statute prohibits states
) from denying equal educational
2 o/ s //,,# opportunities to an individual

/ based on certain protected

classifications including national

origin. It specifically prohibits
denying equal educational

opportunities by failing to take
appropriate action to overcome
language barriers that impede

equal participation by its students

in its instructional programs. (20

USC S1203(f)

Compliance Officer:
Wendy Miranda / Nancy Tavares



No person in the United States shall, on the basis of sex,
be excluded from participation in, be denied the benefits

of, or be subjected to discrimination under any education
program or activity receiving federal financial assistance.

Title IX of the Education
Amendments of 1972 provides
that no individual may be
discriminated  against on the
basis of sex in any education
Program_ or  activity recelving
ederal financial assistance. Title
IX requires that schools adopt
and publish a policy against sex
discrimination and “have a
grievance _ procedure through
which students can complain of
alleged sex  discrimination,
including sexual harassment.
State law requires Massachusetts
employers have a policy ?\%alnst
sexual harassment. -~ (M.G.L.
Ch.151B, S3A)

Compliance Officer:
Nancy Tavares



This state law provides that: Every
person shall have a right to attend
the public schools of the town
where s/he actually resides. No
person shall be excluded from or
discriminated against in admission
to a public schools of any town, or
in obtaining the advantages,
privileges and courses of study of
such public school on account of
belonging to any of the protected
categories listed earlier.

Compliance Officers:
Wendy Miranda / Nancy Tavares




The federal McKinney-Vento
INFORMATION Homeless Education Assistance
ST S I Act requires that school districts
immediately enroll homeless
students in school, even if they do
not have the document usually
required for enrollment, such as
school records, medical records
or proof of residency. Homeless
students have a right to either
remain in their school of origin or
attend school where they are
temporarily residing.

Compliance Officer:

contact the National Center for Homeless Education:

1-800-308-2145 - homeless@serve.org » www.serve arg/nche Wen dy M i ran da



Title I is designed to help
disadvantaged children meet
challenging content and student
performance standards. Staff
should know that special education
students are not deemed ineligible
for Title I services because they
receive special education services.
Also, school districts must ensure
that Title I funds are not being
misused (e.g. referring an ESL
student to a Title I program in
order to meet the student’s
language needs rather than
providing an ESL program/class).

Compliance Officer: Lisa Kaminski

Proud to be a
- Title 1 School




Section 504 provides that no
otherwise qualified individual with
a disability shall solely by reason of
his/her disability, be excluded from
the participation in, be denied the
benefits of, or be subjected to
discrimination under any program
or activity receiving federal
financial assistance. The
regulatlons 1mﬁlementmg Section
504 require that public schools
provide a free appropriate public
education eaclll) qualified
handlcapped person who is in the
recuﬁents jurisdiction, regardless

e nature or severity of the
person’s handicap. (34 CFR 104.33)

Compliance Officer: Wendy Miranda




» All programs, activities and
employment opportunities
provided by the Westport
Community Schools are offered
without regard to race, color,
religion, national origin, sex,
pregnancy, gender identity, sexual
orientation, marital/civil union

Civil Rights Act, 1964

The Civil Rights Act declared:
* no segregation in public places

status, ancestry, place of birth * no discrimination in employment
age, citizenship status, veteran based onrace,  pETINED
status or active military status, gender, or Y
mental illness, political affiliation, nationalorigin |,

genetic information or disability. g

* Questions regarding
implementation of these practices
should be addressed to Human
Resources.

Pres. Lyndon Johnson signing the Act in 1964.




Statute prohibits discrimination on
the grounds of race, color or
national origin by recipients of
federal financial assistance. This
statute ensures that individuals are
not excluded from participation in

rograms or activities receiving
federal funds (or the benefits of) on
account of their membership in one

of these protected categories (42
USC S2000d). This statute has been
interpreted to prohibit the denial of

equal access to education because
of a language minority student’s
limited proficiency in English.

Compliance Officer:

Lisa Kaminski / Wendy Miranda
Nancy Tavares

“No person shall, on the grounds of race,
color, or national origin, be excluded from
participation in, be denied the benefits of, or be

subjected to discrimination under any program
or activity receiving federal assistance.”
—Civil Rights Act of 1964



The re% )
"A public entity that employs 50 or more persons

shall designate at least one 'employee to coordinat
its efforts to comply with and carry out its
responsibilities under this part, including any

investigation of any complaint communicated to it
alleging its noncompliance with this part or allegin

any actions that would be prohibited b¥ this part.
The public entity must make available to all

interested individuals the name, office address, and

telephone number of the employee(s
pursuant to this paragraph." (34 C

Employers with 15 or more emplon
from discriminating against peo
bX Title I of the Americans with

designated
35.107 (a)
ees are prohibi

isabilities Act

DA require:
equal opportunity in selecting, testing, and h'iring qualifi
applicants with disabilities; job accommodation for
applicants and workers with disabilities when such
accommodations would not impose "undue hardship;" a
equal opportunity in promotion and benefits.

Compliance Officer: Wendy Miranda

ulations implementing the ADA provide that:

w
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e with disabiliti¢ WE ALL DESERVE .

DA) In.general, the employment provisions of t AMERICANS WITH DISABILITIES ACT 25
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Pregnant Worker’s Fairness Act

» Cannot discriminate based on
pregnancy or related condition.

» Reasonable accommodation
must be provided unless
provides undue hardship on
employer.

o Private non-bathroom room for
expressing breast milk

o Light duty and schedule
modifications (breaks)

o Modified work schedule
o Assistance with manual labor




Westport Community Schools is
committed to maintaining a work
and learning environment free from
discrimination on the basis of race,
color, religion, national origin, sex,
pregnancy, gender identity, sexual
orientation, marital/civil inion
status, ancestry, place of birth, age,
citizenship status, veteran status or
active military status, mental illness,
political affiliation, genetic
Information or disability, as defined
iand required by state and federal
aws.

Additionally, we prohibit retaliation
against individuals who oppose such
discrimination and harassment or
who participate in an equal
opportunity 1investigation.

ot EmploymentUpporunty

e




School Cancellations



http://www.westportschools.org/

Logistics




Next Steps




Next Steps




Please remember that we like
hearing from you and value your
input.

At any point in the year please
call, e-mail, or send a note
(anonymous is fine) with any
comments, concerns, suggestions,

. apadh eat

thanyavad

or questions. E T »t
You are a valued part of our hri SkatiBB:i%a g g .m{?alkuje?nga
district and the “nuts & bolts” that Mercl

help us run!

Remember, if you see something
that isn’t right, please report it to
an administrator.




